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What is EIS

The EIS is an Enterprise Information System that is used to track data for all people and
organizations related to or served by the Department of Health and Human Services,
Aging and Disability Services. The EIS allows for the integration of data across all
service populations and providers.

Attempting to access EIS
information

Your computer / B.1.S.

The Internet

7

Getting EIS output on your screen

Think of the EIS as a toolbox, from which you will be able to pull tools that will help you
with your job; and just as every carpenter knows, you have to know which tool to use to
get the job done right.
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Components

EIS is comprised of several component systems. These are tools in the EIS toolbox
available to help you do your job. Each user profile within the system has access to
specific tools. For PCP users, the tools are:

Component Description
People ”ﬂ Information for all people related to or served by the Office of
@ =

Aging and Disability Services.

My Events Utilized for quick access to clients by adding available clients

/‘@ to My Clients list.

Assessments Used for all sorts of assessment tools. The PCP assessment

E‘) will be located in this menu.

. Allows for capturing narrative text on service recipient’'s PCP
AW i i
<uqgamm, | andrelated team meetings notes. Notes will be attached
L /\ directly to the PCP through the Notes region of the PCP
assessment.

Notes

Welcome to EIS Page 2



Accessing EIS

You will be accessing the Enterprise Information System (EIS) through the Internet
using Internet Explorer. The link to EIS can be found from the Behavioral Health Data
Center home page. (**Note: EIS will ONLY work with the Internet Explorer browser.
Currently, EIS has only been tested to up to Version 8 of EIS. If you happen to have a
newer version, please contact your local IDS (Incident Data Specialist) within your
District for instructions on how to make your system compatible. **)

http://www.maine.gov/dhhs/bh/EISsystem/Internetindex.html

Above is the web address to the Behavioral Health page. This page provides you with
the button to Log onto EIS. (**Note: This should be the page that you bookmark
(favorite) and/or create a shortcut for your desktop**):

1. Click on the Log onto EIS button

= EIS Index - BH DHHS; - Windows Internet Explorer, provided by IEB Policy Ver.B - State of Maine E. E|E|E|

TO - 610 immwoss SEEERE B
Eile Edit View Favorites Tools  Help x
i Favorites | b EIS Indlex - BH DHHS; N B 7 gwh v Page~ Safety~ Tooks~ @+
~
A\[lll!lL‘.gU\-’ Agencies | Online Services | Hel Search Maine.gov Page Tools ~
Deparimenf Of HEDH’h und Humun S DHHS Home | Contact Us | News | Online services | Publications | Subject index
e =S = W~ - W Search
Wi Poople Lving Saf, Heafiy and Produciv Lves S res | Search
DHHS — Behavioral Health — EIS Index +A [-a| Tues 4.June 2013
i Bl Behavioral Health
& Instructions
Access Requirements Enterprise Information System (EIS)
Data Modifieations (Internet) For External Users Only
Forms
This secure, HIPAA compliant application is geared toward treatment data collection to manage the data for the Mental Health
Resourcs Access Forms Developmental Services and Children's Behavioral Health clients of the department. Demographics. treatment plans. Developmental
CBT Development Senice member spacific rates. pragress notes and wait list information are a few of the areas this application focuses on
Request Form
EIS Instructions Log onto EIS
22
Social Senvices Help
|
ﬂ The HelpDesk phone number for EIS questions is 624-7350
For a free viewer or to request a hard cop
Credits Information Tools DHHS b
J Trusted sites fa v ®iosw -

Welcome to EIS Page 3


http://www.maine.gov/dhhs/bh/EISsystem/InternetIndex.html

This will bring you to the Log on screen for EIS. This is where you will
enter your Username and password.

Username:
Password: (it is case sensitive).

2. Click Log On

/2 State of Maine DHHS EIS - Microsoft Internet Explorer i =] 9]
File Edit View Favorites Tools  Help | ?
Q- O [ B (] Pt Lerowi B3 13 - LI

Address IE http:f{bdsnetD2, dbds state . me. us/eis/ControlServiet j = =t

Username:
Password:

Welcome to EIS
Please log in with your user name and password.

Uszar Hame: I
Fasamard: I

tion that identifies personal inf tion akb. ial under state and federal laws, and there are only a few limited exceptions to
ublic and to other employees of DHHS or the State who hawve no need to use that

ial information from a person who is not usually authorized to hawe that information or
rom the press, a clients relative, a legislator, a law enforcement officer, an attorney, or

The general privacy rule is that any inf
this rule. Employees should always take care to protect confidential client information from di:
infarmation in theirwok. Please cheddwith vour supervisor if wou receive a request for disclos
who does not hawve the written authorization of the clientto receive information. This may incl
from a court,

Copyright @ 2002 State o Al rights resenred.

I
[€]Done [T T enene

ﬁstartl | & @ & > | [5]nbox - microsoft outlaok | Documentl - Microsaft ... “@ State of Maine DHHS ... « |y z01Fm

(If you try three times and lock yourself out of the system then you will need to contact
Lisa Merrill to reset your password)

e 493-4121
Lisa.Merrill@maine.qov

Note:

Your username is unique to you and it determines your security access in the EIS system. If you find that
you need additional information or functionality that you cannot currently access, contact your supervisor.
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The EIS Home Page

The first page of the EIS that appears after logging on is the Home page. You can
access this page at any time by clicking HOME in the EIS menu bar.

= My Dvents - Windows Internat Explorer provided by IL8 Policy Var.B - State of Maine

0© - el 8 2ecrmurarsy [[5] ) %) 84

e % Yew Fgeotm ok e =

de favotes | @ bvenss | BB e e ey e @ 7
Exrensrise e = EIS
INFORMATION H r

A svaren e g eade

EIS LOgO - LIBA MARIE MCGRATH af APPLE APPLIANCE Jume 04. 2012

o My Events )

" l!“;!ll tiame Date 0f Birm Gendor 5ot Anchor S .I?' r-: 2-‘; S:\-;c Message
Seancn G @) vvss2 3 @D @Y e SiEXS) GO @ oo @) @[ | GNE) Area
Peome Heparts

M EIS ~ m = Ry Reports Crested Dute Last oaitied Report Type
n - aw aw g
eBaL: - @ @S~ | G

e [Sot by Proterences| [Set taft Coverage]

Supront

Loa Orr

< - %

e V Tnsted stes - Ramw c

Note:

The EIS system has a security feature that logs you off the system if you do not use it for 33 minutes.
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Navigating in EIS

At the top of every EIS screen (in the EIS header) is a navigation bar that can be used
to go back to previously visited screens. It looks like this (once you have navigated
through the system):

= Notes List - Windows Internet Explorer provided by 'FB Palicy Ver.B - State of Maine T McAfer - ‘Z”E”zl

o s £ i +; K -
@_.:: <[] hetps:/iportal maine.gowi= o ContralSer et N [ L state of Maine [U3] \ +|[x ﬁGnng\e [

File Edt View Favortss Tools Help \ | x
i Favorites |@Nutes List | | \ T~ B [ deh v page~ Safetyr Todls+ @+

Node 02

My Events People List Assessment List

In addition, on some list pages, PREVIOUS PAGE and NEXT PAGE buttons appear at
the bottom to aid in navigating through a longer list.

Previous Page \i Viewing 11 - 20 of Eai——— Next Page

& =
Your BACK [Exk | and FORWARD L[few=d ] huttons in Internet Explorer should NOT be
used to navigate, because you will lose your history and your changes will not save.

Note:

To minimize Internet Explorer tools, press the F11 key on your keyboard. Press F11 again to bring them
back.
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Locating and Anchoring a Person

There are multiple ways to locate a person within the EIS system,

Locate person through People Menu

1. Click on PEOPLE in the EIS Menu.

(= My Events - Windows Internet Explorer. provided by IEB Policy Ver.8 - State of Maine

o_\?j' e ree as2vp0d stak nirelserv 3 Certiicate Error HEHEHXl @IL\veSearch |[2]-]
. File Edt View Favortes Tools  Help
| SrFavontes | 95 2] FresHomal
|§mysvents |7‘ © fjteme v [ esic() - [YReadMal dhPrint - Page~ Safety~ Todk+ @Hep v
Node 02 8l
P
EﬂTERPRls‘E
INFORMATIO
‘_ 2 i Welcome to DHHS Enterprise Information System (EIS)
SysTEM
- ELIZABETH JACQUESPCP of APPLE APPLIANCE November 22, 2013
My Events 7
= | Home My Clients My Inbox
eop € \, - ] Hame Date Of Birth Gender Set Anchor ‘ ‘ ] ‘ Hame | Date | Source
ngvam av | aw av av aw av avw aw aw
€€ )L € ) vewingo-ooro LD ) »)Page|:| Go (Save XLS) «). < )Vnwmgﬂ-ﬂnfﬂ > )‘»,Pawl:l Go| (SaveXLS )
/ASSESSMENTS
My Reports
Nortes Iy Reports Created Date Last Modified Report Type L
- = aw aw aw aw
hm: <« , < 'V»ewmgll—\)nfl} > , » )Page I:l Go (Save XLS)
SupPORT
Loc OFf Set Iy Preferences] [Set Staff Coverage
~
Dane / Trusted sites i3 | ®imm v

2. View the People List page.

3. Click on NEXT to see additional people in your people list (if any).

Ble  Ed Yew Fgvortes  Took  Help
i Pavortes | 8 Poogle List

]

RPRIS|
INFoRmATION
?, &
Tra Fassls L snalan it agsbern Tra fat etinilages LIZA MEARIE MEGAATH of ARFLE AFFLIANCE Juse 34 2512
- . ¥ . sarvines in 1w pant
Lant Name Guick Fing: %
Currant smssion user protie:
Peopie Type: | Sente ipplissmny
i [ s T " - G sty et — A TSR T
a'w | - P aw | - o= b= -

0 B0EM puck, ALLERT zaasree LT Male  APPLE APPLIAICERAPPLE APPLIANCE PHOVIDLH CHLY-ADULT MR comATM, LISR  n2eozesz

70 BME  buck, TEE Jav 2222220084 SLCINEY [1ain APPLE APPLIANCEAPPLE APPLIANCE PRCVIDEA GHLY-ADULT MR |sTOviA, camoL  1aaddod
PB4 puck, TerRAnCE azzazI0sA zzinsay hasie IAPPLE AFPLIANGCERAPPLE APPLIANGE FROVIDLH GHLY-ADULE MI2 |stovem, camoe woaocoon

75 4M7a3  puck, TERAY 2222220084 A2 bad M ARPLE APPLIMICESAPPLE APPLIANCE PAGVIDER SAILY-ADULT MR |sToveR, camol padsmz

30 030 puck, TERRY 2232220088 aines Male  APRLE APRLIANCESARPLE ARBLIICE PAGUIDER GAILY ADULT MR lampug, 2y PR

< A NACTVENMR, CLENT wn1TERY Femsle  APPLE APPLIMICE/CORE APPLE 3TORE FACVIDER GHLY ADULT MR APPLE. PiliK oraraen

3 aarm  Mouse, mick nnang1z Tananasn Main |ARPLE APBLIMICESARRLE ARBLIANCE PACVIDER CRILY ADULT MR |sTovER, caRoL namsa0e

o ATy SRR .
— S @@~ (BawALS)
-
< »
Bona o Trusted stes 5= Mumw -
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Anchor.

People List - Windows Internet Explorer provided by IEB Policy Ver.8 - State of Maine

Click on your designated individual’s ID number (to the left of their name) to Set

v [ tpsfipares. maine.govesiControlserviee

[ state cf Mane [U5] |@|§

ke

|28

Fle Edt View Favorites Took Help | x
n — »
s Favarites | @ reople List | ‘ {40 [ = - Page~ Saaty- Tods- (@
Node 02 ]l
ENTERPRISE
]
INFORMATION
SysTEM
“ The Peogle List page provides and displays pecple defined in the system. The list is genersted besed on the logged on users security privileges. Pecple in EIS LISA MARIE MCGRATH of APFLE APPLIANCE Juns 04, 2012
are those individusls that are planned to receive, sre cumently receiving, or have received services in the past
Home
SeARcH Current session user profile: | IS FCF Dsts Entry | 3
PeopLe —
People Type: | Servics Applicants/Racipiants |w
/ASSESSMENTS
Nores
o Hame MaineCare ID Date Of Birth | Gender Organization Service Population Created By Created Date
a o aw a v a v aw a = aw s aw
ADA
x 50531 DUCK, ALBERT 123456788 1172111844 Male APPLE APPLIANCE™APFLE APPLIANCE PROVIDER ONLY-ADULT MR MCGRATH, LISA 1211072012
&lm x 6145 DUCK, TEE JAY [222222005A 12/2111944 Male /APPLE APPLIANCE/*APPLE APPLIANCE PROVIDER ONLY-ADULT MR STOVER, CAROL 10i3172008
Loc OFF
x 6142 DUCK, TERRANCE [222222005A 12/2111943 Male /APPLE APPLIANCE/*APPLE APPLIANCE PROVIDER ONLY-ADULT MR STOVER, CAROL 10/30/2008
x 41793 DUCK, TERRY [222222005A 1272111944 Male \APPLE APPLIANCE"APPLE APPLIANCE PROVIDER ONLY-ADULT MR STOVER, CAROL 08152012 m
x 35030 DUCK, TERRY [222222005A 1272111844 Male APPLE APPLIANCE™APFLE APPLIANCE PROVIDER ONLY-ADULT MR IAPPLE, 12ZY 04/2312012
x 40431 INACTIVEMR, CLIENT 01/0111990 Female /APPLE APPLIANCE/CORE APPLE STORE PROVIDER ONLY-ADULT MR APPLE, PINK 012772010
x {41790 |MOUSE, MICK 0045412 1071911950 Male /APPLE APPLIANCE/*APPLE APPLIANCE PROVIDER ONLY-ADULT MR STOVER, CAROL 031512012
Q@ Y| D
Sl
ET i E]
Dane o Trusted stes v Bk -

Now that the person has been set as an anchor, all navigation through the system is
connected directly to that person and lists will be filtered to show only those items
directly connected to them.

Name in EIS
header
indicating that
they are
anchored

Demographics - Windows Internet Explorer provided by IEB Policy Ver.8 - State of Maine

€] https://portal.maine. gov/eis/ ControlServlst

v | state of Maine [U3] |@ \EHZ

fle Edt Yew Favortes Toos Help

i Favories | @ people Demomraphics [ - O] e v Page- Safety v Took - @~
Node 02 Ll
m Home People List
Et’lTERPms‘E
INFORMATION
SvsTEM
. LISA MARIE MCGRATH of APFLE APFLIANCE June 04, 2012
- Cowose ) _swe
My Events First Name: ALBERT
s Last Name: DUCK =
Date of Birth: 117211944
Gender: MALE
ASSESSMENTS 1, ocara s 123456738
Nores Primary Service Population: PROVIDER ONLY-ADULT
ADA
SupporT
Loc OFF
e
< i I
Dore: / Trusted sites Gp v Hosm v

Welcome to EIS
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Helpful Hint:

You may also type in the beginning of the individual's last name before the % symbol in LAST NAME
QUICK FIND and then click the GO to find your individual.

& 'eople List - Windows Internet Explorer provided by IEB Policy Ver.B - State of Maine

@ A |g, state.me.Us Vl I Certificate Error | 5|4 | X | (@& ‘ P
: File Edit View Favorites Tools Help
it Favortes | 95 @) Free Hotmal
(& Pecple List LiHome ~ [ | ReadMal @ Print - Page v Safety v Tooks - (@) Help +
The People List page provides and displays people defined in i stem.The list is generated based on the logged on usersE242aBE TH JACQUESPCP of APPLE APPLIANCE December 09, 2013
privileges People in EIS are those individuals that are planned to rec! . are currently receiving, or have received services in the past
Home \
LSS Last Name Quick Find: %duck
SeARCH
PEoOPLE Current session user profile: | DS PCPDataEntry | %
ASSESSMENTS People Type: ice ApplicantsiRecipients -
Nortes
1 ame MaineCare ate OF Bi ender rganization ervice Population reated By reated Date
ADA ID N MaineCare D = Date Of Birth | Gendl [e] izat] Service Populati Created B Created Dats
NSTRUCTIONS aw a aw a = aw aw aw aw aw
SuPPORT
LDG OFF x 56078 |BROWH, AHN 12/15/1988 Female APPLE APPLIANCEFAPPLE APPLIANCE PROVIDER OHLY-ADULT MR MERRILL, LISA 10/28/2013
x 50531 |DUCK, ALBERT 123456760 1112111944 Male /APPLE APPLIANCEAPPLE APPLIANCE PROVIDER QHLY-ADULT MR MERRILL, LISA 121012012
|
x 6145 DUCK, TEE JAY 222222005A 12i21/11944 Male APPLE APPLIANCE”APPLE APPLIANCE PROVIDER OHLY-ADULT MR STOVER, CAROL 10/31/2008
><. 6142 DUCK, TERRANCE 222222005A 12/21/1943 Male APPLE APPLIANCE”APPLE APPLIANCE PROVIDER OHLY-ADULT MR STOVER, CAROL 103012008 B
x 41793 |DUCK, TERRY 222222005A 12/21/11844 Male /APPLE APPLIANCEAPPLE APPLIANCE PROVIDER OHLY-ADULT MR STOVER, CAROL 08/15/2012
x 53654 |DUCK, TERRY 222222005A 032711977 Female APPLE APPLIANCEFAPPLE APPLIANCE PROVIDER OHLY-ADULT MR HENTON, PAUL 061172013
DUCK. TERRY 222272005A 12/21/1844 Male \APPLE APPLIANCEAPPLE APPLIANCE PROVIDER OHLY-ADULT MR APPLE. 1IZZY 0412312012 -
3 a0 -
Done /" Trusted sites 4y v Hi1zs% -

Remenber to Click on your designated individual’s ID number (to the left of their name)
to Set Anchor before proceeding to the next step.
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Locate person from My Clients List in My Events Menu

Add Client to My Clients in MY EVENTS page

1. Click on (Set My Preferences) located bottom middle of My Events page.

| = My Evenls - Windows Internel Fxplarer provided by IE8 Policy Ver.B - Slale of Maine

&=

O~ PIn b s i v [0 Cotheatn e | £ 42 % B3 Al
J_Je_er iew  Fawonbes Tecks r_ne_b

Sy Favortes | 4 B Froe Holmsd

By events i
ENTERPRISE

]
lﬁFnRMﬂ?}l
 SysTEM
ol ELIZABETH JACCUESPCP af APFLE APPLIANCE Howmbir 22, 2013
My Events
My Clients My Inbox

IR | [ e [ N I s =

L 50 @) o000 G2 BB e 0 (SAVEXLS) 8 L&) vewrse-ooto (3 ) (33 ) Pase Save XLS )
APTASNENTE |y s

NoTes Iy Reports Created Date | LastModified Report Type

- - - v -

%m \«) L8 ) vewngo-cers LD ) () rme |

SupPorT

Loo OFF }mm]ﬁnmm
Do o Trusted stes. éa = Himw - ;

2. Add your e-mail address to profile page, SAVE.

3. Scroll to top right, CLICK show menu and select Client Preferences.

|~ My Preferences - Windows Internel Explarer provided by IE8 Policy Yer 8 - State of Maine &3
G"\. i i dsas e At T T S - T ek
Fie [dF Vew Facrdes Took Hep
W Favorites e B Free Hotmd
Py iR : By - B CiResdMal Pk v Pagew Selelyr Toks ek v
-
Shewr:
User Pretenences .
nbox Pratecences
fitgarts Preterences
| Uger Paterences
per Name: pCpIACQUFS
nfirm
asviord: | :
rst Name: ELIZABETH Middle Name: | Last Name: JACOUESPCP  Suffic
ddress Type: ﬂORK
‘Hdress: i
ity Town: State: .;v_:._r.'; =
P County: ~8ELECT v
fountry. Phone Number: |
pnail: ‘myemall@work org
v
4 ¥
one: o Trusted stes - R -
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4. Click on clients name in Available Clients list,
the Selected Clients box.

Click > button to move client to

06 - EEEEE

~ i coneatserror |[53][¢9] X | [Baie cesen

© Fle Edt View Favorites Toos Help

| i Favortes | sk @) Free Hotmal

lgMy JE— l 1 FiHome = [ reecc() o [UReadMal gmhPrit v Fsge - Safety~ Tooks <~ (@ Help -
Node 02 &
‘% My Events People List My Events User Preferences
I TERPRISE Change People
Welcome to DHHS Enterprise Information System (EIS) :}n
ELIZABETH JACQUESPCP of APPLE APPLIANCE November 22, 2013
sho'
Howme Client Preferences s
Available Clients Selected Clients
SEARCH BROVIN, 4NN [4PPLE APPLIANCE / *APPLE APPLIANCE] [PROVIDER ONLY-ADULT HR]
PeoPLE DUCK, TEE JAY [APFLE APRLIANCE / *APFLE APPLIANCE] [FROVIDER ONLY-ADULT MR]
DUCK, TERRANCE [APPLE APPLIANCE / *AFPLE APPLIANCE] [FROVIDER ONLY-ADULT IR]
ASSESSMENTS DUCK, TERRY [APPLE APPLIANCE / "APPLE APPLIANCE] [PROVIDER ONLY-ADULT MR]
Nortes DUCK, TERRY [APPLE APPLIANCE / "APPLE APPLIANCE] [PROVIDER ONLY-DULT MR] b |
DUCK, TERRY [APPLE APPLIANCE / *APPLE APPLIANCE] [PROVIDER ONLY-4DULT MR]
INACTIVENR, CLENT [APPLE APPLIANCE / CORE AFPLE STORE] [FROVIDER ONLY-ADULT UR]
ADA 1MOUSE, MICK [APELE APPLIANCE / *APPLE APPLIANCE] [FROVIDER ONLY-ADULT MR]
INSTRUCTIONS DUCK, ALBERT [APPLE APPLIANCE / *APPLE APPLIANCE] [PROVIDER ONL
Log Orr
~
& i | B8
Dane </ Trusted stes ¥y v Bumn -

5. SAVE and return to My Events Page.

nt Preference:

ndows Internet Explorer pro

ng; w [ httpsufck-isa1as2yp0s stabe me.us 4004eisiControlservist

|28

v |G concatserrer || ][ ¢9] % | [GaLvesearcn

Fle Edt View Favortes Toos Help

| i Favarites 9% ] Fres Hotmail

I (& My Client Preferences

Ll

@Hnme - B Fes: (1)

[ReadMal dePrint + Pags~ Safety - Tools - (@) Help -

Node 012
My Events People List My Events User Preferences

e
TERPRISE

DHHS Enterprise Information System (EIS)

g

Welcome

Change People

ELIZABETH JACQUESPCP of APPLE APPLIANCE Movember 22, 2013

Available Clients Selected Clients
SearcH BROVIN, ANN [4PPLE APPLIANCE | *4PPLE APPLIANCE] [PROVIDER ONLY-ADULT MR] DUCK, ALBERT [APPLE APPLIANCE / *APPLE APPLIANCE] [PROVIDER GHLY-ADULT 1IR]
PeopLE DUCK, TEE JAY [APPLE APFLIANCE / *APPLE APPLIANCE] [PROVIDER ONLY-ADULT HR]
DUCK, TERRANCE [APPLE APPLIANCE / *APPLE APPLIANCE] [PROVIDER ONLY-ADULT HR]
ASSESSMENTS DUCK, TERRY [APPLE APPLIANCE / *APPLE APPLIANCE] [PROVIDER ONLY-ADULT IR]
Nores DUCK, TERRY [APPLE APPLIANCE / "APPLE APPLIANCE] [PROVIDER ONLY-ADULT 11R] W
DUCK, TERRY [AFFLE ARFLIANGE / *APPLE ARPLIANCE] [FROVIDER ONLY-ADULT 1IR]
INACTIVENR, CLENT [APPLE APPLIANCE / CORE AFFLE STORE] [PROVIDER ONLY-ADULT LR]
ADA 1OUSE, ICK [APPLE APPLIANCE / *APPLE APPLIANCE] [FROVIDER ONLY-ADULT 11R]
Loc Orr
~
& I | ]
Done ' Trusted sites 37| ®imn v

Welcome to EIS
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6. Click on your designated individual’'s GO (to the right of their name) to Set
Anchor.

(= My Events - Windows Internet Explorer provided by IEB Palicy Ver.B - State of Maine

6;;" @] Fetpsijct-sa1as2ups.tate.me. s 4004eis|ControlServiet |G certfcateError | 53149/ [ | B ive searen Pl

File  Edit V\E\.N Favortes Tools  Help — N ame in El S
= Favorites %5 €] Free Hotmail

| W 5= & Free Hotmail |7 header -
Emy Events | S Home = [ e ) . . . faty ~ Tools - (@ Help ~
indicating ————
Node 02 h h g A
P MyEvents People List My Events User Preferences Client Preferences that they are
AT

ENTERPRISE anchored Clear
= .

INFORMATION e ————r—— #) 5 |
A '\',a‘ L Icome to terprise 1ation System &
“SYSTEM

of pe
S ELIZABETH JACQUESPCP of APPLE APPLIANCE November 22, 2013
My Events
Home My Clients My Inbox
1D Hame Date Of Birth Gend Set Anchor D Hame Date Source
My Events aw g P g s || avw ‘ av ‘ av ‘ avw
SEARCH 50531 DUCK, ALBERT 11211984 Mal G =
o o & )€ )viewngo-voto > ) M ’Pagel:l Go | Save XLS
PeopLE ) € ) vewngi-1or1 LD )N ]Pagal:l Go -
ASSESSMENTS
Nores My Reports | |
My Reports Created Date Last Modified Report Type
ADA aw aw aw aw
INsTRUCTIONS
Surrort GG e Q@ EhENS)
Log Orr
Set My Preferences| [Set Staff Coverage
A
Dane o Trusted sites 3 - Bamw -

Now that the person has been set as an anchor, all navigation through the system is

connected directly to that person and lists will be f
directly connected to them.

iltered to show only those items

Helpful Hint:

If you press the CTRL key on your keyboard and use your scroll
text on the screen larger or smaller.

ball on your mouse, you can make the

Helpful Hint:

Clicking on HOME, PEOPLE, MY EVENTS, or logging off the EIS system will clear the anchor point .

Welcome to EIS
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Accessing and Updating an Open PCP Assessment

1. After setting anchor to designated client, select Assessments from EIS Menu.

(= Assessment List - Windows Internet Explorer provided by IEB Policy Ver.B - State of Maine

6;;" ‘g https: foit-isal as2vp04 state.me.us: 4004 eis/ControlSarvist V|@ Certificate Error | B[4 x |ﬂILwe5earch |P -

Fle Edt WView Favortes Tools  Help

i Favortes 5% | Fres Hotmall

| (@ hssessment List | | Eitome = [ Feeds(l o [fResdMsl gmnPrint v Page- Safsty - Took~ @hhep -+
Node 02 A
= My Events People List My Events User Preferences Client Preferences My Events Assessment List Assessment My Events

en

ENTERPRISE Change People Clear

y .

INFORMATION
a e " Welcome to DHHS Enterprise Information System (EIS) (o] =] <4
“SYSTEM
iy

LU The Assessment List page provides the capability to manage assessments for a client and/er organization. ELIZABETH JACQUESPCP of APPLE APPLIANCE November 22, 2013

(st ) _Amw

Home
My Events Type: ‘ ALL 3
Service Population: ‘ALL v | Staff Assessments Only:

PeopLE

ASSESSMENTS ® a1 O current Assessments O Start Date Range: | ‘(n‘ ‘

Nores L

Listing: a1 ({BO))

ADA

INSTRUCTIONS

SUPNI“' D ‘Copied From Versioned From Type Organization | SP Description Start Date EndDate = Locked ?  Source
Loc OrF aw aw aw aw aw aw aw aw aw aw

1566978 DSPCPFORMS  APPLE APPLIANCE / *APPLE APPLIANCE / 111372013 o Go
« ) € ) viewng1-1of1 > ) » ) Page l:l Go -
v

e </ Trusted sites 3 v Rz -

This brings you to the assessment list page. **NOTE**Providers will not see the
Open Assessment until the Case Manager enters an initial PCP assessment.)
Case Manager’s see page 16 to “Open an initial PCP Assessment”.

2. You will notice that you now have a DS PCP FORM listed for the client that you
anchored on.

3. Click on the ID number corresponding to the Open Assessment (No End Date) DS
PCP FORMS.

4. The system will bring you to the Assessment General page.

Welcome to EIS Page 13



5. In order to access the PCP information, click on the Show menu located on the right
hand side of the General Assessments screen, and then click on Questionnaire.

{= Assessment General - Windows Internet Explorer, provided by IEB Policy Ver. B - Stata of Maine

Gg; [@] hetps: iportal.maine. goveisicertrolseryet | £ state cF maine [L5] |@\§H;\ ’?’Gnngle (2]
Fie Edt Vew Favortes Tools Help | x
¢ Favorttes [gAssessment General [71 - ) g v Psge- Sefety - Tooks~ e
Node 02
Py MyEvents People List People Assessmentlist
TERPRISE
| NFORMATION e =
)i rad
SYSTEM
- The Assassment Ganers| psge provides the capsbility to mansge ssssssments. LISA MARIE MCGRATH of APPLE APPLIANCE Juns 04, 2013
oo e ) _con -
Hone ) General v
Type: DS PCP FORMS (Version 1) N\ Calendar
My Evenrs. Start Date: 0810412012 End Date: N\ |General
SeArcH Performed By: Date of first Assessment: 0912112012 =
UsawamEwcematn ™ X
PeopLe
lient Refuses to take 0O Date of first Assessment at this 0610412013
Assessment: izat
N Baseline: Locked: O
Description:
ADA
SuppoRT
Loc Or¢ Score Results:
Item Result
aw aw ||
@ @ s @) @
Score Summary:
|
< i E]
Dane | |/ Trusted sites v ®asw -

You will then be brought to the first Dimension of the PCP Assessment, Personal
Plan Face Sheet:

(= Assessment Questionnaire - Windows Intarnet Explorer provided by IEB Policy Ver.B - State of Maine

Gg} - |g| https: ffoit-teaqasLvp4 state.me, us: 4004/sisi ControlServist V| I Cartificate Error HE\ [¢#][x] |Ei Live Search
Fle Edit View Favortes Tools Help
¢ Favorites : % €] Free Hotmal
[g:\ssessment Questionnaire ] 1 © FjHome - [ feeds() o [fResdMal mhPrink v Page - Safety - Took - (@) Help ~
Nade 01 &
Assessment List People List People Assessment List People List People AssessmentList Assessment Assessment List
I Welcome to DHHS Enterprise Information System (EIS) :}: &
The Assessment Questionnaire page provides the capability to conduct the actual assessment and to view the instrument.  ELIZABETH JACQUESFCP of APPLE APPLIANCE Movember 22, 2013
Home Questionnaire
A 1t: DS PCP FORMS
My Events Dimension:
&m Personal Plan Face Sheet v
PeoPLE Domain
ASSESSMENTS =
Notes Dimenzion Description
ADA
INSTRUCTIONS -
SuppoRT Effective Plan Date Plan End Date
Lol ' [ ] L 1
Funding Type
- -—Select-- -
)
Dane |/ Trusted sites | -] Ruizmw -
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Assessments are made up of several Dimensions.
many dimensions in order to capture all of the information related to the PCP.

The PCP Assessment also has

In order to access the specific dimensions, click on the drop down titled Dimensions in

the middle of the page.

(**NOTE** Remember to click the Save button before moving on to another

Dimension):

(= Assessment Questionnaire - Windows Internet Explorer provided by IEB Policy Ver.8 - State of Maine

%r w [E] hitpsiifoit-teagaslvp0+ state.me wsi4004/cisiControlSarviet

|3 Certficate Enar HE\ IEI \XI @I Live Search HEZI

© Fle Edt WView Favoritss Took Help

: 5 Favortes | 55 ] Free Hotmal

‘ (@ hssessment Questionnaire ‘ ‘

D Mreme - [ Feeds (1)

M= Print = Page - Safety - Tools - @) Help ~

Node 01
My Events Assessment List

ENTERPRISE
I 4 .
lg\FORMATl?

Assessment: DS PCP FORMS

i Welcome to DHHS Enterprise Information System (EIS)

The Assessment Questionnaire page provides the capability to conduct the actual assessment and to view the instrument.

Dimension:
SEARCH Personal Plan Face Shest
PEOPLE Personal Plan Face Shest
Personal Plan Narrative
ASSESSMENTS Home Supports - MaineCare Serv Description Form
Home Support Goals Description Sheet
Nm Dimension Description ‘Work/Employment Supports - MaineCare iption Form
- - WorkiEmployment Supports Goals Description Shest
ADA 2. WorkiEmployment Supports - MaineCare Serv Description Form
INSTRUCTIONS - ‘ 2. WorkiEmployment Supports Geals Description Sheet
Case - WaineCare Serv Description Form
SUPPORT Case lanagement Goal Description Shest
'o0Orr Effective Plan Date | munity Supports - MaineCars Serv Description Form
- 1. Community Supports Goals Description Shest
2. Community Supports - MaineCare Serv Description Form
2. Community Supports Goals Description Sheet
Funding Type 3. Community Supports - MaineCare Serv Description Farm
. 2. Community Supports Goals Description Shest
—-Select-- | ancilary Supports - MaineCare Serv Description Form
Final Case Management Approval
Done

=

I

[+[=] &

ELIZABETH JACQUESPCP of APPLE APPLIANCE MNovemnber 22, 2013

Show:

Questionnaire «

Domain

]

o/ Trusted sites Sh v Wiz v -

Welcome to EIS

Page 15



CASE MANAGERS ONLY

Adding an Initial PCP Assessment —

1. Once anchored on client, click on Assessments.

(= People Demographics - Windows Internet Explorer provided by IEB Policy Ver. B - State of Maine

+|=
LISA MARIE MCGRATH 8 APPLE APPLIANCE June 04 20712

JALEERT

ucK

12114 |

1123456788

.|

< =4
E o Trsted stes G Rusw =

This will bring you to the Assessment List page. If you are entering an initial PCP
Assessment, this page will not list any Assessments for view.

[ 7= A ent List - Windows Internet Explorer ed by IES Palicy Ver.® - State of Maine
GT.T:v [ e e T s [ cortiicatnbrree | [ 42| % D8 [l=i=
Fio Ede View Favores Took  Help
i i Favoites  © o @) Free Hotmal
8 Assessmant List T ) ResdMal (e Priol + Page= Safely = Took = @hHeb = "
- — =
Py My Evonts Poople List Poople.
ENTERPR!S‘E
IiFonmmq "
L § T We LiHH
SYSTEM'
A Tne List page provides the capabllity ] for 3 client andior ELIZABETH JACQUESPCP of APPLE APPLIANCE December 09. 2013
Howme
My Events |
‘SearcH r z
P Service Population: | ALL ~ | Stalf Assessments Only: [
ASSESSMENTS @ ax O current Asssssments O Stan Date Range: | s |
Nores
tning: QD)
Support o | Copiedfrom ~ Wersionad From 'I‘,pT| Organization | P escription Start Date End Date Locked ? Sourca
Loo Orr a o a o a a o & o o aw aw - aw
G L) vewmav-vore () B e[ | o0 (SKEXLS)
v
D o Trussed shes 43 = | S|i12E% -
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2. To create an Initial PCP Assessment, click the Add button.

(= Assessment List - Windows Internet Explorer, provided by IEB Palicy Ver.B - State of Maine

@7:} [ https.ijccrtal maine.gow/eis/Cortrolser et

| £ State oF Meine [US] | *| X msnngle

File

Edt View Favorites Took

Help

< Faworites ‘ (& nssessment: List

fp v Bl 0 = v Page~ Safety~ Took -~ @~

Node 02 L]
ENTERPRISE
INFORMATION
SySTEM
Uty Tha Assessmant List page crovides the c3a@@llity to manags sssessmants for 3 cliznt and/er orgznization. LISA MARIE MCGRATH of APPLE APFLIANCE June 04, 2012
Home
My Events Type:| ALL v
SeARcH Service Population: Staff Assessments Only: []
PeopLE
ASSESSMENTS
uatng: 1 (D)
Notes
ADA 5 "
INSTRUCTIONS [ Copied From Versioned From Type Organization | 7 Description Start Date End Date Locked ? Source
aw o aw aw o= aw aw aw aw aw
ST € ) € )viswingo-octo 2 ) »,F‘aqe:l:l G0 | SaveXLS
&
< []
Done </ Trusted sites 5 - Bsw <

You will receive a screen asking for the Start Date of the Assessment. The system
Autofills the clients name and the Organization that you, the user, is assigned to.

Next button.

Please enter the Start Date to reflect the date of opening the assessment. Click the

/= https://portal.maine.gov/ - Add Assessment Step1 - Wir. & McAfee: |:||E”El

Select a person and organization, enter the assessm

to continug’

Start Date:

[6/04/2013

Person: | puck, aLBERT -
Organization: | AFFLE AFFLIANCE / “AFFLE APFLIANCE

[
—p

oAt start date and press the Mext button

-

-\;,f Trusted sites

s v W05 -

Welcome to EIS
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4. Click on the Instrument Type: DS PCP Forms (Version 1)
5. Click Finish

/= https:/fportal.maine.gov/ - Add Assessment Step2 - Wir. & McAfee

Select the instrument type and press Finish button to add the assessment.

Instrument Type: | RE Gl e kT

I [
o Trusted sites 4o ~| # 105 -
&

| Y

After clicking the Finish button, the system will bring you to the Assessment
General page.

(= Assessment General - Windows Internet Explorer provided by IEB Policy Yer. B - State of Maine

G@f - |g, https: jportal. maine.gov/eis/ Contralserlet v\g State of Maine [US] ‘@ +2|| %| Ecwg\e

File Edt View Favortss Tools Help

5 »
< Favorites | & hssessment General | | £ v B - =1 s - page~ Safety - Tools - @+
Node 02 &
My Events P List Pe Assessment List
ENTERPRISE
[ ]
|NFORMATI?N
I e ————
\\""Y‘, The Assessment General page provides the capsbility to manage assessments. LISA MARIE MCGRATH of APFLE AFFLIANCE June 04, 2013
o ) _swe ) _Gom ) S NewVewou ) bmoPossss ) Cowere)  Usmevens Quanons) —
Howme General v
Type: DS PCP FORMS (Version 1)
My Events Start Date: 08/04/2012 End Date:
SearcH Performed By: Date of first Assessment: 09/21/2012 E
Lsa vARE MCGRATH | ™ X
PeopLe
Client Refuses to take O Date of first Assessment at this 060412013
ASSESSMENTS Assessment: Organization:
Baseline: Locked:
Notes =)
Description:
ADA
INsTRUCTIONS
SupPoRT
Log Ofr Score Results:
Item Result
- aw ]
«) < )Viewmgn-omo > ) » )Paqe:l:l Go| (SaveXLS)
Score Summary:
L)
< il [E3
Dane o Trusted sites 4y v Hi05% -
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6. In order to access the PCP information, click on the Show menu located on the right
hand side of the screen, and then click on Questionnaire.

{= Assessment General - Windows Internet Explorer provided by IEB Palicy Ver.B - State of Maine

Ga - |g hittps: /7 =] maine. gov/ =is/Cor e et V‘Q State of Maire [US] |@|L¢| [x] B Google

Fle Edt Wew Favortes Tools Help \ x
¢ Favories [enssessmentsenera\ lil G- ) m v Poge~ Safsty~ Tooke @
Node 02 &l
The Assessment Geners| page provides the capsbility to mansgs ssessments
G s G b NewVesor ) Lowois ) Gomere)  Usnimes G .
Home General v
Type: DS PCP FORMS (Version 1) Calendar
My Evenrs Start Date: oe0erz2012 End Date: General
SeArcH Performed By: Date of first Assessment: 09i21/2012 5
UsawaREwceRaTR ) X
PeorLE
(Client Refuses to take 0O Date of first Assessment at this 0610412013
A (Organization:
N Baseline: Locked: O
Description:
SuppoRT
Lo OFF Score Results:
Item Result
avw aw ||
@ @ e @ @) - @AY
Score Summary:
~|
< i ]
Done | ' Trusted sices | 3 - ®Bis% -

You will then be brought to the first Dimension of the PCP Assessment, Personal Plan
Face Sheet:

/= Assessment Questionnaire - Windows Internet Explorer provided by IEB Policy Ver.B - State of Maine

6@ =[] https:/iportal. maine.goviis/ControlSerlet v state of Maine [LIS] \@ [2| x| [*9 5o0ae
File Edit View Favortes Tools  Help
— >
<lp Favarites [QAssessment Guestionnaire I I iR [ deb - Page~ Safety - Tools - (@
Node 02 L
T, MyEvents PeopleList People Assessment List
3 3 [+[=] ¥
The Assessment Questionnaire page provides the capatility to conduct the actual sssessment and to view the instrument LISA MARIE MCGRATH of APPLE APPLIANGE June 04, 2012
([Crose ) _Save Show,
Howe
- Assessment: DS PCP FORMS
My Events Dimension:
Parsonal Flan Fsos Shest -
SeARCH
Domain
PeorLe Ll
Descristi
Nortes
mmw Effective Plan Date Flan End Date
o L L]
Los Orr Funsing Tyee
'
Caseworker Name & Agency
Plen Coordinator Agency Flan Coordinator Name
Name of Guardianis). if applicable
s r s
< i 1=
Dane " Trusted sites 45 -| ®iosw -
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Assessments are made up of several Dimensions. The PCP Assessment also has
many dimensions in order to capture all of the information related to the PCP.

7. In order to access the specific dimensions, click on the drop down titled Dimensions
in the middle of the page.

(= hssessment Questionnaire - Windows Internet Explorer provided by IEB Policy Ver.8 - State of Maine

Gﬁ;;v ‘& https:ffot-isal as2vpld.stake.me.us: 4004 eis/ControlServiet V|@ Certficate Errar || 51 ¢4 | X |HiLweSearch HP "

: Fle Edt Miew Favorkes Tools  Help

{zFavnrites H | Free Hotroall

|g£\ssessment Questionnaire |_| &Hume * [ Fess (1) - (=) ReadMal @Priﬂt v Page~ Safety r Tools @Help -7
Node (2 =
imep My Events People List People Assessmentlist People List People Assessment List
ENTERPRISE
y ) |
INFORMATION . L
%) £ i Welcome to DHHS Enterprise Information System (EIS) nn &
“SYSTEM
‘\(.I'( The Assessment Questionnaire page provides the capahility to conduct the actual assessment and to view the instrument  ELIZABETH JACQUESPCP of APPLE APPLIANCE Movember 22, 2013
Howme Questionnaire v
Assessment: DS PCP FORMS
My Events Dimension:
sﬂm Perzonal Plan Face Shest |ﬂ
Personal Plan Face Sheet i
Di
PEOPL! ‘ ‘ Perzonal Plan Narrative (Eu;mam
AGGEMNTS Home Supports - MaineCare Serv Description Form
Home Suppert Goals Description Shest
NDTE! Dimenzion Dezcription 1. WorkEmployment Supports - NaineCare Serv Description Farm
1. Work/EEmployment Supports Goals Description Sheet

2. Work/Employment Supports Goals Description Sheet
Caze Management - MaineCare Serv Dezcription Form

&mf Effective Plan Datd Case Management Goal Description Sheet
LOG m 1. Community Supports - MainCare Serv Description Form

1. Community Supports Goalz Description Sheet :I
2. Community Supports - MainsCars Serv Dezscription Form

2. Community Supports Goals Description Sheet
Funding Type 3. Community Supports - MaineCare Serv Description Form
3. Community Supports Goals Description Sheet
-Select-- Ancilary Supports - MaineCare Serv Dezcription Form

Final Case Management Approval

ADA ‘ | 2. Supports - MaineCare Serv Description Form

I3

Done o Trusted sites Gyv Base -

(**NOTE** Remember to click the Save button before moving on to another
Dimension):

*IMPORTANT: Once all portions of the PCP Assessment have been completed and
approved by the Case Manager and/or Case Manager Supervisor, please be sure to
check the lock check box on the Assessment General page. This is crucial to
ensuring that once finalized, the data contained in the Assessment is not altered. See
page 25 Lock Completed PCP Assessment)***
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CASE MANAGERS ONLY

Create a new version for PCP changes,
addendums and new annual PCP date

Create a NEW VERSON from a Completed PCP Assessment

1. Follow the instructions on page 7 anchoring on a client.

2. After anchoring on your client, click on Assessments in the left hand menu.

(= People Demographics - Windows Internet Explorer provided by IEB Policy Ver.B - State of Maine
6:; v ‘E https://portal maine.gow/ =i/ ControlSeret

Vlg State of Maine [US] ‘@“_7“5‘ |q| Google HEE‘

Fle Edt Yiew Favortes Todls Help \ X
T Favorkes @ people Demographics |_‘ [l [ @ v Bager Sdety Toos- @

Node 02 |

/r-\ My Events People List
ENTERPRISE
INFDRMATI?N
\SJSTEM s e
LISA MARIE MCGRATH of APPLE APPLIANCE June 04, 2013
Save
Home ey _swe )
My Events First Name: ALBERT
SEARCH Last Name: DUCK
PeopLE Birth: 11/21/1944
ASSESSMENTS Gender: WMALE
NoTes MaineCare ID: 123456788
Primary Service Population: PROVIDER ONLY-ADULT MR
ADA
INSTRUCTIONS
SuPPORT
Loc O L
~|
@l £l
Dont + Trusted sites s v Hi20%
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3. You will notice that you now have a DS PCP Assessment listed for the client that
you anchored on.

(= Assessment List - Windows Internet Explorer provided by IEB Policy Ver.B - State of Maine

G@ © [ ] https:/jorol maine.govi s/ Conoser | 11 state of Mane [US] \@\‘yH)ﬂ @ng\e [[2]-]
Fle Edit View Favortes Tools  Help | x
F = »
¢ Favorites |ggssessmm List | | [ ) fm v Page~v Safetyv Tools+ @+

Node 02 &)
m My Events People List People
ENTERPRISE Change People
Change Organization
I FORMATIO
SySTEM
: The Assessment List page provides the capability to manage assessments for a client andior organization. LISA MARIE MCGRATH of APPLE APPLIANCE June 04, 2013

Home
My EvenTs Type: \ ALL v I
SearcH

Service Population: Staff Assessments Only: [

PeopLE
ASSESSMENTS @ an O current Assessments O Start Date Range: ‘ ‘|D| |
Nores Listing: Al -

ADA
INSTRUCTIONS
‘SUPPORT ‘ ID Copied From | Versioned From Type Organization / SP Description | Start Date | End Date | Locked ? | Source

- a v a o a @ a v a @ a w a v a v a w

Lo Or¢

74 1475185 DS PCPFORMS | APPLE APPLIANCE / *APPLE APPLIANCE / ADULT MR 06/04/2013 o Go b
L« ] ’v»ewmgw Tort | ® ' ’Page I:l -
|
< il B3}
Dane + Trusted sites dp v ®iw v

4. To update the PCP Assessment, click on the ID # to the current (No End Date) DS
PCP FORMS Assessment.

5. This will bring you to the Assessment General page.

/= Assessment General - Windows Internet Explorer provided by IEE Policy Ver,B - State of Maine

5 [0 e cemane (03 | [ 47 (%
Bo; G Yoo faviles Iows Heo =1

g Pavores g Assessment General v E) LN v page - udery- Tock- @ T
Node 03 £
RPRI
INFORMAT!
BYSTEM
B ¢ s The aroviaes manage LIS& MARE HCGRATH of APPLE APPLIANCE Junn 08, 2013
Cuote ) S o 5o NewVemsen ) L ioPaces) Cowiere)  UsmiswmeoQuestons)
| General -
Type: D5 PCP FORMS (Version 1)
Start Date: pamazets End Date:
FPerformed By: Date of first Assessment: 69:’21(20!2
LA MARE WCGRATH b
Clisnt Refusesto | || ‘Date of first Assessmentatthis  06/04/2013
take Assessment: QOrganization:
Bassline: Locked: | E1
Deseription: [ _' = ‘
&= Results:
[T | Hesult
a = a =
E) @ oo GY @Y | @GNS
‘Score Summary:
-
& o]
o Trusted stes o Hizow -
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6. To create a workable copy of the Assessment, click on the New VerS|on button:

(= Assessment General - Windows Internet Explorer, provided by IEB Policy Ver.B - State of Maine

@7\:; v [ hts:/jportsl mains.gowfeis/cortrolsenve:

V|£ State of Maine [L5] |@ ER ’:‘Gnngla

Ble Edi Wew Fovorkes [ook Help N
i Favorites ‘eﬁ\ssessment General ‘T\7| fic B [0 deh v Page - Safety~ Tooks~ @-
Node 02 e
Py My Events People List People Assessment List
ENTERPRISE
y u
INFORMATION
B 4
\.‘.‘Ilrsrem
o
LT The Assessment General page provides he capabity fo manage assessmiE LISA MARE MCGRATH of APPLE APPLIANCE June 04, 2013
o) T ) TG _Score ) (CNENVEwion ) (ko Paoeess ) ComieTe)  (UNMWERsOQUESTENS) ...
Home General v
Type: DS PCP FORMS (Version 1) 4
My Events Start Date: 081042013 End Date:
Seanc Performed By: Date of first Assessment: 0912172012
PeorLe CamaREncoratn ) X
Assessments  ClientRefuseste | Date of first Assessment atthis  06/04/2013
take Organization:
Nores Baseline: Locked: O
ADA Description:
INSTRUCTIONS
SuppPoRT
Log Or¢ L
Score Results:
Item Result
aw aw
€€ ) € )viewngo-ooro _ 3 J M ]Pagel:l co (SaveXLS )
Score Summary: “ ‘
< ] E

o Trusted sites v |12 -

7. A screen will appear that already auto fills the Organization of you the User.

8. You will need to enter a Start Date for this New Version of the PCP. Leave the End

Date blank, click the OK button.

/= https:/fportal.maine.gov/ - Create New Assessment Yersion - Window: & McAfee

Enter the information about the new Assessment and press OK.

Organization: [APPLE APPLIANCE / *APPLE APPLIANCE _ Ham!

Start Date: ‘[}5;[}5;2[}1 3

End Date: ‘

Related Calendar Item:

10w v

)
4

-‘-?' Trusted sites
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Your screen will refresh and bring you to the Assessment General page. This is
now a workable document for you to make any necessary changes. By Creating a
New Version of the current PCP Forms, the EIS copies all of the entered data in the
Questionnaire into a workable document allowing the user to just make necessary

changes.

9. Click on the Show menu, go to Questionnaire.

(= Assessment General - Windows Internet Explorer provided by IEB Policy Ver.B - State of Maine

G~ [ rem o mane govle oozt [ state of Maine [15] | (B[4 [ | [# cooele [2]-
Fle Edit View Favortes Tools Help | X
s Faverites ‘@Assessment General ‘_‘ [ ) @ - Pager Saetyr Toos - @v
Node 02 -]
P ey My Events People List People Assessment List
ENTERPRISE
vy u
INFORMATION
5 I
“SysTEM
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e Huro The Aszessment General page provides the capability to manage asseasments. LISA MARE MCGRATH of APPLE APPLIANCE June 04, 2013
Home General v
Type: DS PCP FORMS (Version 1) \ Calendar 4
My Events Start Date: 06/05/2013 End Date: | ‘ General
S MNotes
Performed By: Date of first Assessment: 09/21/2012
PEOPLE LIEA NARE CERATH X
ASSESSMENTS Client Refuses to O Date of first Assessment at this  06/04/2013
take Assessment: Organization:
Nores Baseline: Locked: 0
ADA Description:
INSTRUCTIONS
SupPoRT
Loc Orr L
Score Results:
Item Result
a o aw
€< ) & )viewngo-ooto | D )| M 'Pagel:| Go o Save XLS )
Score Summary:
-
B il [E]
Done o Trusted sites iy v Hiz0m -

10. Make any necessary changes in any of the dimensions.

*NOTE** Remember to save your changes before switching to a new dimension.

*IMPORTANT: Once all portions of the PCP Assessment have been completed and
approved by the Case Manager and/or Case Manager Supervisor, please be sure to
check the lock check box on the Assessment General page. This is crucial to
ensuring that once finalized, the data contained in the Assessment is not altered. See
page 25 Lock Completed PCP Assessment)***
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CASE MANAGERS ONLY
Lock Completed PCP Assessment

Once all portions of the PCP Assessment have been completed and approved by the
Case Manager and/or Case Manager Supervisor, please be sure to check the lock
check box on the Assessment General page. This is crucial to ensuring that once
finalized, the data contained in the Assessment is not altered.

1. Openthe DS PCP Form (no end date) for the client that you have completed and
approved the PCP Assessment for.
2. Click Locked box.

3. Click OK to message box.

4. Click SAVE

%ﬂ - |§‘ https:fit-teagas 1+p0d, stabe.me. us: 4004/ eis/ControlServlet h | @ Certificate Error | |E‘ |E| |z| |ai Live Search | ‘}J v |

: Fille Edit View Favorites Tools Help

i i Favarites | 5% @ Free Hotmail

| (& fissessmert General ‘ | &Home * B Feeds (1) =] Read Mail @Print = Page ~ Safety ~ Tools - @ Help ~ »I

Node 01
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f-—-\ My Events People List People Assessment List _I
[
INFORMATION ;

ENTERPRISE
u
A I
SYSTEM
ey .:‘.-(-

'+ Welcome to DHHS Enterprise Information System (EIS)

The Assessment General pege provides the to manage ELIZABETH JACQUESFCF of APPLE AFFLIANCE December 18,
2013

Sal l
Home . General

Type: DS PCP FORMS (Version 1 ) \ |
My Events StartDate:  [17732073 End Date: \ | 3
SearcH

Performed By: Date of First Assessment: 11132013
PeopLE CASENANAGER APFLE = X
ASSESSMENTS. Client Refuses | [ Date of First Assessment at this 1111372013
N to Take Organization:

s Assessment:
ADA Baseline: EI Locked: You have locksd this assessment sxclusively to yourss/f.
INsTRUCTIONS  Description: | snnal PCP approved and complete i

SupPoRT ]
Lo Ofr || |

Score Results:

| Item | Result

) fod S
€ ) € ) vieing0-00f0 LD ) (B ]Page-l:l Go| (SaveXLS )
Score
Summary: v
% 1l ] k3
Done </ Trusted sites G v W00 <
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CASE MANAGERS ONLY

Attaching the DS Plan Review Note

The DS Plan Review Note is a note specific to the annual PCP, and is a place to
document quarterly and semi-annual PCP reviews. This note is attached to the DS
PCP Assessment.

NOTE:

If changes/modifications are done to the Plan then the Assessment needs to be Re-
versioned and changes made (see pg. 21)

1. Follow instructions on page 7 to anchor a client.

2. Click on Assessments on left hand menu.

{2 Peaple Demographics - Windows Internet Explorer provided by IE8 Policy Ver.8 - State of Maine T McAfee: - INEE
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3. Click on the Assessment ID # of the current DS PCP Forms Assessment:

dows Internet Explorer provided by IEB Policy Ver

\g T T e V|£ Stats of Maine [US] ‘@|‘l”£| Y Googe
Fle Edt Vew Favortes Tooks Help \ x
¢ Favorites |gAssessmentUst ‘7‘ - ] deh - Page- Sofety~ Toos~ @+
Node 02 el
m My Events People List People
ENTERPRISE Change People
Change Organization
INFORMATIO
x('
SYSTEM
- The Assessment List page provides the capability to manage assessments for a client and/or organization LISA WARIE MCGRATH of APPLE APPLIANCE June 04, 2013
Howe G ) _A®
My Events Ae; ‘ ALL v 1
SeArcH
Service Population: Staff Assessments Only: []
PeopLe
ASSESSMENTS ® a1 O current Assessments O Start Date Range: ‘ ‘ln‘
Nores Listing: Al -
ADA
INsTRUCTIONS
SUPPORT 1D Copied From | Versioned From Type Organization / SP Description | Start Date | End Date Locked ? | Source
Lo O a a v a v a v a v a v aw a v av |awv
7 1475185 DS PCPFORMS  |APPLE APPLIANCE / *APPLE APPLIANCE / ADULT MR 0610412013 to Go b
& ' < 'v»ewmgmwnn iy ) » ’Pagel:l Go -
|
< im 11\
Done ' Trusted sites | Rizm -

4. Click on the Show menu and select Notes from the DS PCP FORMS Assessments.

(= Assessment General - Windows Internet Explorer provided by IE8 Policy Ver.B - State of Maine
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The Assessment General page provides the capability to manage assessments, ELIZABETH JACQUESPCP of APPLE APPLIANCE November 22, 2013
Home General v
= - Type: DS PCP FORMS (Version 1) Calendar
My Events Start Date: 11132013 End Date: ! General
SEARCH —
Performed By: Date of First Assessment: 1MM32013 Questionnaire
PeopLE CASENANAGER APPLE = X
ASSESSMENTS ClientRefusesto Date of First Assessment at this 11/13/2013
Notes Take Organization: [
= - Assessment:
ADA Baseline: E Locked: O
INSTRUCTIONS
Description:
SupPoRT
Loc O
Score
Item Result |
Done +/ Trusted sites 4y v Ramm -
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5. This will bring you to the Notes List page and will connect this Note to the PCP
Assessment. Click the Add button.

(= Notes List - Windows Internet Explorer provided by IEB Policy Yer.B - State of Maine

5@# - |g, https: [portal maine,gav cis/ControlSerlsn V|£ State of Maine [US] | ([ X BGDUQIB

Fle Edit Yiew Favorites Toos Help | x
i} Favarites | @Notes List ‘ | & - B = @ v Page = Safety v Tools » ®v i
Node 01 . ks
My Events Assessment List Assessment
ENTERPRISE
w L
INFORMATION
~SYSTEM
ey e A
e Hum The Notes List page provides the capability te manage not: persen, provider, or both. Notes are genericliSgotda BB CGRATH of APPLE APPLLANCE June 19, 2013
may be attached te many areas. In addition, Notes g nd-alene. Notes can be linked to people andior providers.
Home [
=
SeARCH
PeopLe Assessment: DS PCP FORMS(1)
ASSESSMENTS
Type: | All v ‘
Nortes
Group: @ an O current O pate Range| |1n‘
ADA
INSTRUCTIONS [1 Show Cancelled Notes -
< " Listing: Al
isting:
Loc OFF e
1D Title Start Date End Date Created By Organization / SP Last Updated Type Cancelled Source
a v |la w a - a v a v a = a - a - o - a -
& ) € )vewngo-voro D ) D Jrage[ | Go (SavEXLS)
b
Dane o Trusted sites Gn v Himowm -

6. Please provide a brief title of the Note (**Note** please do not use clients name or
intials in the Title).

7. Enter a Start Date (should be the date of the meeting) and an End Date (Most
generally the same as the start date). Click the Next button.

= https:/iportal.maine.gov/ - Add Note - Windows Internet Explorer provided by IEB Policy Yer.B - State of Maine T McAfee ._ |Z||§||X|
Enter the Note information below and press the Next button.

Title: |Team meeting

Start Date: |(06/19/2013 End Date: 06/19/2013

Jriginator: |LISA MARIE MCGRATH |

Organization;
derson: | ALBERT-EBPROD-DUCK o \ ’ " APPLE APPLIANCE | "APPLE APPLIANCE o

< 2]
Jone o Trusted sites 37 Biaw -
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8. Click on the DS Plan Review Note (Verl); Click Finish.

= https:/iportal.maine.gov/ - Add Note - Windows Internet Explorer, provided by IEB Policy ¥er. B - State of Maine

You are about to add a Note. Please review the information and press the Finish button to add the Note.
Title: Team meeting
Start Date: 06/19/2013
Znd Date: 06/19/2013
Jriginator: LISA MARIE MCGRATH
Person: ALBERT --EISPROD-- DUCK
Jrganization: APFLE APPLIANCE / *APPLE APRLIANCE E
Type: DS Plan Review Note(Wer 1)
)
(_ UL ]L
Ione o Trusted sites 3 - H o1z v

9. Fill out the Note with information from the meeting. Please remember to Click on

the Save button often, as this is a lengthy document. (**Note** Notes are open for
editing for 24 hours.

{= Notes General - Windows Internet Explorer, provided by IEB Policy Ver.8 - State of Maine
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Title: Team meeting |Type: DS Plan Review Note{Version1)
s Start Date: [06/19/2013 | End Date: 0611972012 |
PeoPLE Originator: |LISAMARIE MCCRATH | |
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ADAPTIVE EQUIPMENT ~
Notes COMMUNICATION = .
CRISIS B
ADA DAY EVENING SERVICES
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SupPORT
Lo OFf Source: DS PCP FORMS(1)
Description:
4000 characters remaining
Staff [usawsmewcerath ™ Organization: [ aprLe spPLance =
Person: el
i il ] l
Done " Trusted stes ¥y v Hizw -
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Printing the DS PCP Form

To Print the PCP Form, from the Questionnaire dimensions of the Assessment,
1. Click on the Printer icon ﬂin the top right hand corner.

/= Assessmant Questionnaire - Windows Internet Explorer provided by ICB Policy Ver.B - State of Maina

@-\.___;.- [ ] tetps 1100 mare.gov: | B Srats of Msne [US] |@ 49| |09

Eilm Ect  Wiew Favoribes Joolk  Hels |5
= 8 »
- - = | il v ED 0 CN men v page - Safaty = Tools - dfR- |
Neoda 01 T~
E e
NTERPRISE
o -
INFORMATION
SvsTEM
s The Assessmant Questionnare Dage provides the CADADILY to CONTUCT 1he ACTUAl Assessment AN 10 view the BEAMSRE MCGRATH of APPLE APPLIANCE June 15, 2012
_Ciose ) _Save Show:
Home uucstlonnalrc ~ |
Assessment: D5 PCP FORMS
My Events Dimension:
Beanen | * Parsanat Pian Face Sheet -
Darmain
PeorLE iy
ASSESEMENTS
NoTes Dimenaicn Deacrigtion
SurPoRT Etfective Pian Date Fian End Date
Loo Orr U6/01/2013
Funding Type
~Salact- -
Casswarker Name & Agency
|
Fan Courginalor Agency Plan Coorginator Name
2 R\ N ~ =T VN e r— i S T T

A window will open that will list available reports.

2. Click on the Report that you would like to run. Use the > button to view more
available reports.

(= https:ffoit-isalas2vp04. state.me. us:40044 - Print Reports - Windows Internet Explorer provided by IEB ... |Z||§||z|

Format:

| PDF(ACROBAT) |~ |

Report Type:

~—

| Mame Created Date Last Modified Report Type
- = P = =

DS PCP Form - Assess 4531~ All Forms 10-16-2013 COGHOS

DS PCP Form - Final Case Management Approval 10-18-2013 COGHNOS

DS PCP Form - MaineCare Description Form Ancillary Supports 10-18-2013 COGHOS

DS PCP Form - MaineCare Description Form Case Management 10-18-2013 COGHOS

DS PCP Form - MaineCare Description Form Community Support 1 |1O 18-2013 [coGuos

Done
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The DS PCP Form-Assess 4531-All Forms will bring all of the information entered in

the Assessment into a PDF format that will allow you to print the entire assessment.
Additional print friendly Reports are listed for individual Dementions.

m DS+PCP+Formy -+Assess+4531 +-+All+Forms[1]. pdf - Adobe Reader,

Fle Edit Wiew Document Tools Window Help

=)

@l oo F @il &

OADS Personal Plan Face Sheet

Consumer Name: No Data Available E's D

Effective Plan Date: Plan End Date:

Funding Type:
Next Waiver Reclassification Date:

Caseworker Name & Agency:

Plan Coordinator Name & Agency:
Name of Guardian(s), if applicable:
Name of Correspondent, if applicable:

List names and affiliations/relationships of other team members whe participated in planning:

Name of Medical/Dental Monitor
Name of Rep Payee

Name of Person reporting Critical
Information to Case Manager at least
monthly or as changes occur

Name of Advocate:
Natified of meeting? Invited to meeting?

No Data Available

tems in box require further detail be written in narrative:

‘articipated in the planning process:
ype of Guardianship (if applicable)

Does team recommend any changes fo guardianship?
eportable Events in last 12 months?
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Assistance with EIS

If you need assistance with EIS, please contact Lisa Merrill.

e (207) 493-4121
e Lisa.Merril@maine.qgov

If you are unable to reach Lisa, you can also contact your local IDS (Incident Data
Specialist) within your District for EIS technical assistance.

District 1 & 2 (York & Cumberland)
Paul Henton

e (207) 822-0155

e Paul.Henton@maine.gov

District 3 (Western Maine, Franklin, Oxford, Androscoqgqin)
Bruce Russo

e (207) 753-9152

e Bruce.Russo@maine.gov

District 4 (MidCoast, Waldo, Knox, Lincoln, Sagadahoc)
Suzanne Freitas

e (207) 596-4256

e Suzanne.Freitas@maine.go

District 5 (Central Maine, Kennebec, Somerset)
Elizabeth Jacques

e (207) 287-7180

e Elizabeth.Jacques@maine.gov

District 6 & 7 (Piscataquis, Penobscot, Washington, Hancock)
Suzanne Freitas

e (207) 596-4256

e Suzanne.Freitas@maine.gov

District 8 (Aroostook)
Lorraine Curtis
e (207) 493-4107
e Lorraine.Curtis@maine.gov
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